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December 15, 2010

Local Health Department Directors and Nurse Leaders,

The Division of Administration and Financial Management is pleased to announce that we have updated the
Administrative Reference (AR). The AR includes policies, procedures and other relevant information to
conduct Local Health Department operalions. These updates are effective January 1, 2011,

| want to thank DPH staff for their participation in getting lhese updates completed and a special thank you to
three local heallh department (LHD) directors; Naney Crewe, Maria Hardy and Brandon Hurley for their
parlicipation.

| am confident everyane will appreciate the final product. This AR will betler assist LHD directors and nurse
leaders in providing education to their staff (new and lenured). You will netice that we have continued with the
same formal as the August 2010 updates that include a general table of contents as well as a table of contents
within most sections. The majority of those lablas of conlent have the capability of hyper-linking dirsctly to the
content you need lo reference. This function will assist in finding the policies and procedures with greater

locating the informalion,

Enclosed with this AR cover leller you have received a CD containing the AR updates. The updated AR will
also be available on the DPH Internet website located at hitp:fichls ky.govidph/Administrative+Reference.htm,
Furthermore, | plan to reques! additional time on the next KHDA meeting agenda to address the updated AR.
To assist wilh audils and accreditation purposes, the previous version of the AR will remain available on the
DPH Internet.

The Local Health Operations (LHO} Branch will conlinue having primary responsibility for coordinating and
facilitating future updates lo the AR, We will have ane more six-month review starting soon after we relurn
from the New Year holiday. Beginning July 1, 2011 we will transition from a bi-annual review cycle to an

DPH slaff.

Should you have questions, please don't hesitate to send them to the LHO Help Desk by emailing
localhealth.helpdesk@ky.qov. Please share this communication with your slaff,

Best Regards,

I VoM s

Rosle Millavele, RN BSN MPH
Director of Nursing and Administration & Financial Managemenl Division
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Department for Public Health
Administrative Reference

The following revisions have been approved to incorporals in lhe Administrative Reference, with
an effective date of January 1. 2011,

Il youw have paper coplas of the Adminizlirative Roterance o upafe, the page numbers that have beeh ravised are

nofed Delow,

Section
Table of Conlents

Foreward and Charter

Valume |

Reavised due to renumbering of page numbers in revised seclions,

B3

Dascripﬁuﬁmum

Revisad dale of AR aedilion o December 31, 2010,

Contact Information

Accreditation and
QA0

Boards of Health
Environmental

Financial Managerment

LHD Facilities and
Eguipment

Lacal Health
Crperalions

Medical Records
Management

| Bk

Mo changes

Mo changes

P.5

P. 1516

PAT

P18 & 47

Mo changes

| =
F.5
F.1g
P14

P. 13

P.19-20

P. 14

Undated DPH organizational chart,

Under Reterence Materials, added: For instructions on how (o
order environmeantal forms andfor pamphlats, please refer to the
Forms Qrdering Process listed on the Local Health Operations
wabsile al httpfchis ky govidphiinfe/hd/hab .

Grammatical errors corrected.

Under 0.1, deleted "each independent contract or on”
Revised F. Review of Contracts - Replaced CHFS with AFM,

Corrected Graves Counly 1D Code {o 142

For clarification purposes, added the words interprative senaces
io the first paragraph. Corrected grammalical errors,

Provided maore clarilication of submitting the request to the
attention of the AFKM Division Direclor,

Under Policy, added the language "storage of confidental
inforrmation”,

Updated the procedures thal were effective #8610,

Under Environmental Reporting, revised the anticipated effective
date o February 2011 and updated the name aof the web-based

aystam,

Fublic Health Laboratory Reporting infarmalion updated,

Revised Authorization to Release Information (W ho May Sign)
paragraph to read: The guidelines as to who may sign an
aulthorizalion lo release information are those applicable to the
signing of consents for services. See Consent/Authorization for
Servicas in this section for guidance on ebtaining consents. The
“Authorization lo Release/Reguesl Patient Information” Form (CH-
231 is located in the PHPR Forms Section,




Section
Parzonnel

Public Health Core
Functions and
Cammunily Healih
Planning

P23

F. 33

_______________________ Description |
Added HIY to first and fourth paragraphs en second page of LHED
Employves Privacy and Secunty of Protected Health, Conlidential

and Sensitive Information Agreement.

Updated the website link to the Tuilien Assislarce and Education
Leave contract and farms.

Page 24
Page 25-27:
Page 40:

Page 41.

Fage 43-53:

Added Kentucky Revised Stalules, Tille X1 — Public Health
Revised lhe page Haadings and includad same KRS descriplions

Added MAPP to Models of Community Heallh Assessments

Fevised COPD Code to 249- - revvised Heallhy Communilies to
OHC- -

Revised ActivityObjective Codes to include reportable version
along with code with decimal

Training Guidelines
and Program
Descriptions

_ Section

Breast and Cervical
Cancer Screening &
Follow-up

Traming Guidelines updated:

BT
P8

Program descriptions updated;

Maternily - Funding Sources: Faderal MCH Block, State General

Resource Persons — Cost Center corecied to 552

P o0-g2
P 75-81
P, 65-89

Mewborn Screaning Program

Laboratory Services

Maternily Services

Mew program description addead.

P, 99-101

Preconception/Falic Acid Guidelines

{Section page ninnbers changed dua to new addilional pages)

Volume

No changes

Environmental Fee
Revenue Procedures
Guidance

Plan

No changes

“No changes

F. 29

OSHA contact information updated




| Section

Volume | ‘

Description i _4

F.’Htient Services
Reporting System
(FER3)

e e B
P.13:

P.20:

P.71-73.

Added PCR# regarding FOHC information requiremenls,
KEIS removad.

Forms CH-5. CH-5B, CH-5-WIC, CH-5B-WIC identified and to be
accessad from the Local Heallh Operalions webpage,

Change in LHD GMLY texl box on CH-58.

Added notation regarding new CH-5WIC and CH-5B-WIC,
Removed KEIS ir‘u[u::rrmation. Clarifying information under Yaccine
MY codes when providing vaceines lo adulis with Medicaid
coverage.

Addad HPY and Braasl Uiirasound information and result codes,

CH-47 document can be abtained from the LHD webpage.

Mutrition Education classes (other than WIC) clarified . HPY and
breast ultrascund information added.

Bi-Fads, #6 result code revised lo appropriale definition, Pap
result cades slight wording changes. HPY result codes added,

KEIS information removed.

hore clarity lor reporting Provider, resuli, referral, or specimen
codes on Supplemental Reporting documenl,

Revised information regarding Presumptive Eligibility (PE}
patients instructions o apply for Medicaid at DCBS.

Personnel Reference
Manual

Mo changes

Vital Statistics:
Paternity
Acknowledgemenl
Frogram and Regslrar
Guidalines
WIC Program

Mo changes

P. 280-302 Revisions were made to the Vendor Section. |

Approved by:

e )i il

Commissioner

Date




